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CUSTOMER GUIDE TO THE NEW ONVIO CLIENT CENTRE
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OVERVIEW

Onvio Client Centre allows you to share documents with your Accountant and electronically (E-Sign) documents sent to you.

The first time you log into the new Client Centre you will be shown a brief overview of what is included in this new version.

Welcome to Client Centrel X

Your Client Centre account allows you to securely share information and documents with Digita Chartered Accountants ~
and Auditors.

Here's how it works:

Tasks appear as items in the To-Do list on the left of the screen.

= Digita Chartered Accountants and Auditors will assign you tasks to complete, such as answering
questions, uploading documents, and signing forms.
° Want to finish a task later?

You can move on to other tasks, and return to incomplete tasks later. Your data is saved automatically.

Don't think a task applies?

Click Does not apply to remove a task from the To-Do list.

CLOSE & GET STARTED




HOME SCREEN
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On the left you will see that there is a list of the E-Sign requests (If they have been sent) that your accountant has sent to you and also a list of your completed E-Sign

requests.

The main part of the screen will show the active E-Sign request (for instruction see the E-Sign section to see this process).

The default client that appears when an individual log's in is based on alphabetical order. e.g. Noel is a director of companies’ Stoke Ltd and XYZ Ltd. When Noel logs in, the
default client will always be Mr Noel Blake, if he clicks the dropdown menu he can choose Stoke Ltd and XYZ Ltd.

Click here to see other records
you are associated with.

CLIENT

Mr Noel Blake e

HOME DOCUMENTS+

= Click here to view/add documents

NOEL ELAKE «

1

To-00 @)

eSignature Request
eSignature Request

eSignature Request

COMPLETED

Your To-Do list

eSignature Request [ ]

A list of your

eSignature Request for Noel Blake
DUE 24/06/2019

Documents to sign:

+ Example Statement 2019-06-10 16-44

D | have read the Electronic Record & Signature Consent Disclosure, | agree to its terms, and | would like to continue to the eSignature process.

The E-Sign request sent to you by
your Accountant (See the E-Sign

section).

& eSignature Request

completed To-Do's

REVIEW DOCUMENT »

DECLINE TO ESIGN




E-SIGNING
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When your Accountant sends you an E-Sign request you can use the E-signing Wizard to action this and send the signed document back to your Accountant.

Step 1.

Confirm you have read the Electronic Record and Signature Consent Disclosure by ticking the box and Review Documents, or Decline to E-Sign

eSignature Request for Noel Blake

DUE 24/06/2019

Documents to sign:

« Example Statement 2019-06-10 16-44

D | have read the Electronic Record & Signature Consent Disclosure, | agree to its terms, and | would like to continue to the eSignature process.

REVIEW DOCUMENT »

Step 2.

Confirm Signature, here you can either type, draw or upload an image of your signature which will appear on the signed document.

DECLINE TO ESIGN

Confirm Signature

Full Name

[Noel Blake

Signature Style

Trer Beake

UPLOAD
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Step 3.

On this screen review and E-Sign the document

@ Attention Needed

To Sign .

There are 1 items that

need your attention on Client Name: | Mr Noel Blake ]
© Example Invoice Table 2079-... this document. D [ Example Invoice Table 2018-06-10 16-50

Click here to move to the
@ Example Outstanding Balan... first required action

- The information within this document is correct and complete to the best of my
This E-Sign request has 2 documents knowledge and belief.

that require signature

S\gnature:
o TLowt Blase
Name: | Noel Blake ‘

Date: |12msfzmg ‘

You can scroll through the pages in the document
either by using the mouse or dicking the arrows

A Page1/2 W Q, si

This shows how many other items If you have reviewed the
REVIEW ACTION-REQUIRED ITEMS require signature document and do no wish to sign DECLINE TO ESIGN
click DECLINE TO ESIGN




Step 4.

Confirm your signature(s)

Client Name: | Mr Noel Blake |

Document: | Example Invoice Table 2019-06-10 16-50 |

Q 101 X

Confirm your signature.

ent is correct and complete to the best of my

@,‘ rvoel Blate

If you have multiple documents to sign you will see the following, press Continue.

A Continue to the next document that
requires attention?

THOMSON REUTERS
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Step 5.

Once you have actioned all requests they will be marked with a tick, you now see Sign & Submit is now active press this to submit to your accountant.

To Sign

@ Example Invoice Table 2019-...

@ Example Outstanding Balan...

You have now successfully signed the E-Sign request, your accountant should receive notification for each request you have actioned.
Once you have gone through all your E-Sign request and you have no To-Do's you will see the following screen indicating no request are outstanding.

HOME DOCUMENTS

All Tasks Completed

You will be notified about any additional requests.
More documents to share?

Add more documents



VIEW SIGNED DOCUMENTS
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To review any documents, you have electronically signed you will need to go to the documents page where you can view the Signed Documents | Client Documents folder.

DL

CLIENT

Mr Noel Blake
DOCUMENTS

[1 Blake, Noel
— [ Signed Documents

[ Client Documents

Client Documents

© Add 4. Download il Delete E Send

All Time =

D Name Associatec
|:| Example Invoice Basic 2019-06-12 0...

|:| Example Outstanding Balance State

|_| > Cwvamnla lnunicra Tahla 9040 A& 40 4
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DOCUMENTS

To access the documents section, click the tab on the Home screen, by default this view will show all the documents your accountant has shared with you.

HOME DOCUMENTS
CLIENT
Mr Noel Blake v All Documents Use these buttons to update or send the document
{If you have the approriate permissions Search for a document
DOCUMENTS = ©aAdd L Download Delete B Send
All Documents Filter to see all or only recent documents
Name Associated Task Added By Modified ],
My Uploads
#  Submit an Onvio VAT return_pdf Me 12/06/2019, 15:22
) Who was the
Shared With Me document added by?

#  Example Statement 2019-06-12 09-5. . Someone Else 12/06/2019, 12:17

You can change the view to see all

document or just show documents you |:| #  Example Invoice Basic 2019-06-12 0. Someone Else 12/06/2019, 12:17

have uploaded yourself or documents

your accountant has shared . 7
|:| #  Example Outstanding Balance State. . Someone Else 12/06/2019, 12:16

Multiple select documents to apply

mass actions O #  Example Invoice Table 2019-06-10 1... Someone Else 12/06/2019, 12:16
|:| #  Example Invoice Table 2019-06-12 1. Someone Else 12/06/2019, 12:16
|:| #  Example Statement 2019-06-10 16-4._ Someone Else 12/06/2019, 11:44
|:| #  2019-06-10 16.57 51 pdf Me 10/06/2019, 16:58
|:| #  Example Invoice Basic Breakdown 2. Someone Else 10/06/2019, 16:43

Click here to Add a document

° ADD DOCUMENT
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If you wish to see the Folder structure your accountant has setup click on this button.

Mr Noel Blake v

DOCUMENTS =
[0 Blake, Noel

When you view by Folder you will see Windows explorer tree view. Here you can expand folders and view the content and apply actions as above.
CLIENT

Mr Noel Blake v Exeter City

DOCUMENTS

© Add 4 Download il Del

[0 Blake, Noel Last 2 Weeks ~

Expand or collapse using the + or I:I Name

— |0 Employment Information

] Z  P60.pdf
[0 Exeter City

= Active folder
[0 Stoke City

3 Invoices

4+ [ Signed Documents

HELP SECTION

You can view the view the Onvio Client Centre Help by clicking the ? icon in the top right hand side of the screen next to your name.
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